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HARMONY SUPERIOR COURT
Alcohol and Drug Program

POLICIES and PROCEDURES MANUAL

Annual Review

This manual is to be updated at least every two years by the Program Director. The date of the
update shall be included on each page.

The Program Director and staff members shall review this Policies and Procedures Manual
(PPM) and document their review by signing and dating below.

Printed Name Signature Review Date
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Harmony Superior Court Policy and Procedures Manual

Alcohol and Drug Program page 2

Please Note:

1. Change to the appropriate name of your program instead of “Harmony Superior Court”

2. Please ensure that you read the entire document and make procedures accurate to your
program.

3. Asterisks (**) mark areas that require each program’s unique procedures

4. Anything in Italics is for program reference only and does not to be in your PPM.

l. ADMINISTRATION [Reference Rules-Sec 1, 8, 19]

1. Authority

Authority for the operation of Harmony Superior Court Alcohol and Drug Program is derived
from IC § 12-23-14. It is operated in accordance with IC § 12-23-14 and Judicial Conference of
Indiana Rules for Court Alcohol and Drug Programs.

2. Applicability

Harmony Superior Court provides IC § 12-23-14 court alcohol and drug services to persons who
are ordered by any Harmony County Court to participate in the program. Harmony Superior
Court Alcohol and Drug Program must submit to certification procedures and requirements of
the Indiana Judicial Center and the Judicial Conference of Indiana.

3. Eligibility and Non-Discrimination

A. Residents of Harmony County may be serviced by Harmony Superior Court Alcohol and
Drug Program if they are referred from any court within Harmony County or the State of
Indiana. This program will not discriminate on the basis of race, religion, gender, ethnicity, age,
or disability.

B. As required by Section 192. of the Rules, this program will post it written policy of non-
discrimination in a conspicuous place that can be easily seen by clients.

4. Certification

A Harmony Superior Court operates in accordance with 1C 12-23-14 and the Judicial
Conference of Indiana Rules for Court Alcohol and Drug Programs. The program follows the re-
certification procedures required under Section 8 of the Rules. The program will at a minimum:

(1) Contact the Indiana Judicial Center no later than 120 days prior to the expiration of
the current certification to indicate intent to apply for re-certification and obtain
application.

(2) Submit an application for re-certification and an updated Policy and Procedures
Manual (PPM) to the Indiana Judicial Center no later than 30 days prior to the on-site
review date established by the Center.

(3) Place the certificate indicating approval to provide services from the Indiana Judicial
Center in a prominent place in the office where services are provided.
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Harmony Superior Court Policy and Procedures Manual
Alcohol and Drug Program page 3

1. PROGRAM MANAGEMENT [Reference Rules-Sec 18, 27, 30, 31, 32]

1. Philosophy and Purpose**

Chemical dependence is a primary disease that manifests itself in chronic, progressive, negative
consequences for the offender, their family, and the community. For personal and community
safety, alcohol use is acceptable only when used responsibly, by people of legal age, and when
the risk of adverse consequences is low or non-existent. There is no tolerance for impaired
driving in this community. Prescription and over-the-counter medications are to be used only for
the purposes for which they were intended, and illegal drugs are not to be used at all.

When people misuse or abuse drugs (including alcohol), proper early intervention by Harmony
Superior Court, can be an effective strategy and tool for countering the negative cost to this
community for such behavior by offenders.

Therefore, it is the purpose of Harmony Superior Court, to provide the appropriate type of
substance abuse assessment, education, referral to treatment, and case management to eligible
court offenders in need of such services and in lieu of criminal detention.

2. Goals and Objectives** [Reference Rules-Sec. 18]
A. The goals of Harmony Superior Court are:

(1) To improve public safety by reducing alcohol and drug related criminal activity and
deviant behavior.

(2) To improve the quality of life of offenders, their family members, and the
public by reducing the frequency and severity of substance use by offenders.

(3) To provide such service through the use of user fees at no expense to the taxpayer.

B. The objectives of this program are:
(Note: Objectives need to be measurable)

(1) To provide eligible offenders with a timely, appropriate assessment, for the purpose

of determining an appropriate type of intervention.

(2) To provide substance abuse education, at basic and advanced levels, that will enable
and promote a behavioral change on the part of offenders.

(3) To provide appropriate referral of offenders to substance abuse treatment providers,
who will provide effective treatment for the offender.

(4) To develop and maintain an effective network of treatment providers and contractors
to whom clients may be referred.

(5) To provide a continuum of care and management of an offender’s case that meet
both the criminal justice and treatment system requirements by focusing on the
compliance of the offender within their individualized treatment and criminal
justice requirements.

C. Harmony Superior Court will review these goals and objectives annually and revise them

as necessary. These goals and objectives reflect the philosophy of this program and will guide
the program’s operation and delivery of services.
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Harmony Superior Court Policies and Procedures Manual
Alcohol and Drug Program page 4

4, Organization** [Reference Rules-Sec. 27(a)-(d)]

A The governing body of this program shall consist of the judges of the Circuit and
Superior Courts of Harmony County. The program’s Supervising Judge will be the Judge of
Harmony Superior Court. The governing body has ultimate responsibility for this program and
designates the Program Director as the individual responsible for the daily operation and
administration of the program. The Program Director will report to the Supervising Judge. Staff
will be hired by and serve at the pleasure of the Supervising Judge. A description of Governing
Body members is on file in each judge’s court.

B. The program director will annually prepare a written report for the Supervising Judge’s
review and approval that complies with Judicial Conference Rules. Upon approval by the
Supervising Judge, the Program Director is to submit a copy of the annual report to the Indiana
Judicial Center by March 31 of each year. A copy of this report is available from the Program
Director. The annual report includes:

(1). asummary of the program’s activities and accomplishments,

(2). asummary of the program’s user fee fund, including beginning and ending balances

and a summary of income and expenditures,
(3). documentation of any certification reviews or 1JC visits during the year
(4) additional material as deemed appropriate by the Program Director

C. This Policies and Procedures Manual (PPM) contains the policies and procedures by
which the principles and guidelines, established by the governing body, are implemented and
practiced. The Program Director and staff will review this manual at least every two years and
update it as necessary, dating each page. It is available to the governing body and program staff
and is kept in the Program Director’s Office. A copy of the program’s organizational chart is
included as an Enclosure of this manual.

5. Service Providers [Reference Rules-Sec. 27(e)&(f)]

A. The Program Director is responsible for determining annually that all addictions
treatment services providers utilized by the program are certified by DMHA (Division of Mental
Health and Addictions) or an equivalent agency for those providers not located in Indiana. The
program uses the SAMHSA Online Directory and the DMHA Certification List to make
determinations of agency certification. The Program Director will also have a referral
arrangement with all addiction services providers that provides for:

(1). initiation and acceptance of referrals;

(2). exchange of client-related information; and

(3). post-referral reporting by the addictions services provider that enables the program

staff to perform their case management responsibilities.

B. A written referral agreement is available on each addictions services provider that
annually receives ten (10) or more clients from this program. Referral agreements are kept by the
Program Director. The program only refers to those agencies that utilize credentialed therapists
or instructors for program clients.
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Harmony Superior Court Policies and Procedures Manual
Alcohol and Drug Program page 5

6. Client Surveys ** [Best Practice—not required]

Harmony Superior Court Alcohol and Drug Program will provide each client with an opportunity
to complete a client survey commenting on referral and contract services as well as those
services provided directly by the program. Results of these surveys are included in the annual
report and are available from the Program Director. A copy of the survey is included as an
Enclosure of this manual.

7. Professional Requirements [Reference Rules- Sec. 30]

The Program Director, assessment staff and case managers must obtain the Court Substance
Abuse and Case Management Specialist (CSAMS) credential within one year of hire. Further,
such staff members must maintain the CSAMS credential by providing annual documentation to
the Program Director of the continuing education equaling twenty (20) hours of training related
to substance abuse and case management issues, and five (5) hours of training related to criminal
justice issues.

8. Education Programs ** [Reference Rules- Sec. 31]

Harmony Superior Court Alcohol and Drug Program provides two substance abuse education
courses for its clients. A client will be assigned to either a basic or advanced substance abuse
education course based upon the evidence obtained during the assessment. Specific information
on either of these education programs may be obtained from the Program Director. Each course
has been approved by the Indiana Judicial Center for use with program clients. Program staff
instruct both types of courses. A description of each course is as follows:

e the Basic Substance Abuse Education Program is a twelve (12) hour course that is a
cognitive-based curriculum, documented by research and includes a self-assessment
module.

e the Advanced Substance Abuse Education Program is a twenty (20) hour class that is
a research-documented, cognitive-based curriculum, also containing a self-assessment
module. This course is designed primarily for substance abusers with some
symptoms indicating a progression toward dependence.

9. Contractors** [Reference Rules-Sec. 32]

A. Harmony Superior Court Alcohol and Drug Program may contract for services except for
eligibility and case termination. The contractor must provide services for the program in the
manner intended and meet all requirements contained in IC § 12-23-14 and Judicial Conference
Rules that apply to contractor services.

B. This program contracts for Spanish-speaking Interpretation services. A current contract

is on file with the Program Director. This program’s contractors are not employees of the
program and do not receive compensation from the program other than for contracted services.
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Harmony Superior Court Policies and Procedures Manual

Alcohol and Drug Program page 6
I1l.  CLINICAL STANDARDS [Reference Rules — Sec. 20-25]
1. Client Rights** [Reference Rules- Sec. 20]

The Program Director of the Harmony Superior Court Alcohol and Drug Program will ensure
that all clients participating in Court Services are provided with a written statement of client
rights in accordance with the Judicial Conference Rules for Court-Administered Alcohol and
Drug Programs. The program provides a form to the client, which contains the client’s rights.
The client will sign a signature page indicating that they understand their rights and have been
provided a copy of their rights. The signature page is placed in the client’s record. A copy of the
client’s rights form is included as an Enclosure of this manual and indicates the rights required
in this section.

2. Client Orientation** [Reference Rules- Sec. 21]
A. Clients will register with the program secretary and complete a registration form.
B. Orientation on the program is provided in an individual setting at the start of the client’s

assessment appointment. All specific areas of orientation will be indicated on a signature page.
The page will be signed by the client indicating their receipt and understanding of the orientation
information. The original signed copy will be placed in the client’s record. The orientation forms
are included as an Enclosure of this manual.

C. The information provided to the client during the orientation process includes:

(1) Explanation of the philosophy and goals for each service offered (best practice)

(2) Explanation of the rules governing the client’s conduct and behavior that could
result in disciplinary action or discharge.

(3) Explanation of the hours during which services are provided.

(4) Explanation of the financial arrangements including services to be provided, the rate
for the services, a reasonable projection of the time for which services will be
provided, and the conditions of payment.

(5) Explanation of the program’s grievance procedures.

(6) Explanation of the program’s non-discrimination policy. (May be placed elsewhere,
but has to be in writing to the client and posted in a conspicuous place.)

Note: These are minimum orientation requirements unless otherwise noted. Most programs have many

additional items that they cover in orientation.

3. Client Assessments** [Reference Rules- Sec. 22]

A Harmony Superior Court Alcohol and Drug Program staff will schedule and conduct an
assessment of the client within 2 weeks of the date the judge has ordered the client into the
program. One (1) hour will be scheduled for each assessment, and the assessment will be a
face-to-face, personal interview with the client.
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Harmony Superior Court Policies and Procedures Manual
Alcohol and Drug Program page 7

B. Each client will be given a form to fill out at orientation that will include questions
regarding the following information:

(1) statement of the presenting problem, including the client’s version;

(2) social and peer group;

(3) military service history;

(4) financial status;

(5) alcohol and drug use of family members and attitudes toward such use;

(6) occupational and educational status;

(7) legal history and current legal status;

(8) history of medical problems;

(9) history of mental health problems;

(10) current thoughts of suicide or homicide;

(11) family history and environmental setting from which the client comes

C. During the personal assessment interview with the client, the staff member will gather the
following minimum information:

(1) substances used, including prescription and over-the-counter drugs;

(2) year of first use of each substance;

(3) substances used within the last forty-eight (48) hours;

(4) substances of preference;

(5) frequency of use of each substance;

(6) previous occurrences of overdose, withdrawal, or adverse drug reaction;

(7) method of administration of each substance; and

history of previous substance abuse treatment received.

D. Assessment staff will determine the scope and depth of the client’s substance abuse,
based upon the information and evidence obtained through the assessment process. The staff
member will then decide on appropriate referral(s) and justification for the individual service
contract. At the end of the assessment interview, an individual service contract (ISC) will be
developed collaboratively by the client and the assessment staff.

E. The ISC will contain:
(1) the evidence obtained during the assessment;
(2) the recommendations supported by the evidence;
(3) the requirements and expectations for successful completion of the contract; and
(4) the consequences for unsuccessful completion of the contract.

F. Failure to complete the contract will either be met with administrative therapeutic
sanctions or by return to court for disposition depending on the situation and severity of the
breech of contract.

G. Each client will sign the ISC indicating the client understands the content of the contract,
has participated in its development and acknowledges receipt of a copy of the contract. The
original 1ISC will be placed in the client’s record.

H. If the program is implementing or monitoring an ISC from another court program and
that ISC is available to the program, another ISC will not be developed.
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Harmony Superior Court Policies and Procedures Manual

Alcohol and Drug Program page 8
4, Client Privacy** [Reference Rules — Sec. 23]
A. Private offices will be used to conduct assessment, orientation, and case management

appointments. Education appointments will be conducted in private classrooms. All
appointments will be conducted behind closed doors. Urine drug screens and breath tests will be
conducted in private restrooms when possible, based on the situation.

B. Visitors and non-program personnel will be escorted and controlled by program
personnel.

5. Confidentiality of Client Records [Reference Rules — Sec. 24]
A. This program complies with all federal and state laws, including federal rules (42 CFR 2)

pertaining to confidentiality of alcohol and drug abuse patient records. In the event there is a
conflict between state and federal law, the more restrictive law will prevail.

B. Minor clients who are adjudicated in adult court will be treated as adults with the rights
and responsibilities of an adult.

C. Those clients found to be incompetent will utilize an adult who has been given authority
by the court to give consent in cases regarding confidentiality. Deceased clients right’s transfer
to the executor of the estate or the next of kin, in cases where there is not an executor named.
Proof of each of these cases must be provided in writing before the appropriate protocol will be
followed.

D. In general, information regarding clients will not be disclosed without a properly
completed consent form for release of information. With a release, only information pertinent to
that particular entity will be disclosed. The program uses a criminal justice release for those
persons to and from whom compliance information would be given. A general, revocable
release will be used in cases of those persons from or to whom compliance information is not
necessary but with whom the client wishes the program to have contact. This includes, but is not
limited to:

(1) Client’s family or other contact person designated by the client

(2) Third party payers

(3) Legal counsel, including attorney of record

(4) Employers

(5) Judicial officers

(6) Probation Department

(7) Prosecutor

(8) Addiction treatment services providers

(9) Community Corrections

E. In the case of medical emergencies, demographic information and other information

pertinent to the current medical emergency may be disclosed without consent if the staff member
determines the situation to be life or death.
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Harmony Superior Court Policies and Procedures Manual
Alcohol and Drug Program page 9

F. In the case of research, audit, or evaluation, information may be disclosed without client
consent as long as that information is not client identifying information.

G. Legal orders and subpoenas are not sufficient by themselves to request information. Both
must be utilized in conjunction with a causal hearing as outlined in 42 CFR 2.

H. This program will follow all state guidelines with regard to investigation and prosecution
of alleged violations including adult and child abuse and neglect. In all cases, the Program
Director makes the final determination regarding disclosure of client information.

l. **All client records will be stored both on hard copy and computer files following
42CFR2. Written records are kept in locked file cabinets in a file room with only appropriate
staff having access to the records. Progress notes are kept in a secure database with only
appropriate staff having access by password. Any disclosure of client information will be noted
in the progress notes in the client’s record.

J. An appropriate form will be used for consent to release client information which will
indicate the specific entities to give and receive information, the purpose and type of disclosure,
signature of the client indicating understanding and receipt of a copy of the release, signature of a
staff witness, and the form will have all blank lines crossed out at signing. The original or a
facsimile copy will be placed in the client’s record. Copies of each of the consent forms used for
Release of Information are included as an Enclosure of this manual.

6. Case Management** [Reference Rules — Sec. 25]

A. All relevant contact with the client or regarding the client will be documented in the
client progress notes, with the date of contact and identification of the staff member writing the
note. Progress notes will be maintained in chronological order.

B. Harmony Superior Court Alcohol and Drug Program will provide monitoring of the
client’s progress in the program by receiving written reports at least monthly from each referral
source, meeting with the client one on one as appropriate to the individual needs of the client,
and conducting an exit interview prior to termination of the client from the program.

C. The referring court will be notified of non-compliance even if administrative or
therapeutic sanctions are utilized instead of unsuccessful termination from the program. Upon
termination, Harmony Superior Court Alcohol and Drug Program will provide a written report
marked confidential to the court indicating successful or unsuccessful termination of the client’s
case. The termination report will be placed in the client’s court file by the referring court.

End of page
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Harmony Superior Court Policies and Procedures Manual

Alcohol and Drug Program page 10
V. FACILITIES [Reference Rules — Sec. 26]
1. Location and Code Compliance**

Harmony Superior Court Alcohol and Drug Program is housed in a location across the street
from the courthouse in the Courthouse Annex. This government facility protects and preserves
the privacy, confidentiality, health and safety of the clients and staff and offices are fully
enclosed to provide for private conversations with clients. The program complies with all
federal, state, and local health and safety codes. Elevator, fire and health inspections are
conducted as required and are available from the Office of the County Commissioners.

2. Protection of Client Confidentiality **

The office of Court Services will be arranged in such a way as to protect the confidentiality of
each client, to the extent possible, from the general public. The entrance door to the program
office is solid wood and the waiting room is screened from the outside of the building so as to
protect the privacy of clients from the public.

3. Security and Storage of Client Records **

Client records are stored in locked filing cabinets in a records room. They are kept secure at all
times in staff offices or in the file room, as required by federal regulations (42 CFR 2).

V. FISCAL MANAGEMENT [Reference Rules — Sec. 28]

1. User Fee Fund**

The Harmony County Auditor maintains the alcohol and drug user fee fund (# 0517) and makes
disbursements from it. The Auditor provides the program with a monthly report of all income,
disbursements and balance of the fund. The Program Director is responsible for monthly
reconciliation of the fund.

2. Collection of Fees** [Reference — IC 12-23-14-16]

The Harmony County Clerk collects all user fee payments from clients. The program is
connected via computer with the Clerk’s Office and program staff can view each client’s status
of payment, at any time. The Harmony County Clerk makes a monthly deposit to the Auditor of
all fees collected in a given month and provides the program with a monthly report of the
deposit. Additionally, the Program Director is responsible to ensure that no client is charged in
excess of $ 400 for program services regardless of who provides the services.

3. Program Budget
The program budget is developed by the Program Director, approved by the Supervising Judge,

and is also approved by the County Council. The Supervising Judge is responsible for ensuring
that all disbursements from the user fee fund are in accordance with IC 33-19-8-5.
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County Court Services Policies and Procedures Manual
Alcohol and Drug Program page 11

4. Schedule of Fees**

A A copy of the judge’s schedule of fees order is included as an Enclosure of this manual.
The order requires the Clerk to collect the following fees:

Assessment and Case Management  $200.00

Basic Education $100.00
Advanced Education $150.00
Case Transfer $ 50.00
B. All fees are assessed within the statutory cap and relate to the cause number of the

individual referral. Clients are provided information on these fees in the orientation materials.

VI. PERSONNEL MANAGEMENT** [Reference Rules — Sec. 29]

1. Personnel Policies

Harmony Superior Court Alcohol and Drug Program follows the personnel policies and
procedures of Harmony Superior Court, which has adopted most of the personnel issues outlined
in the Harmony County Personnel Handbook to include professional conduct rules, wages and
benefits, and employee grievance procedures. A copy of the handbook is provided to each
employee during orientation.

2. Employment procedures

The Supervising Judge, per IC §12-23-14-11, appoints the Program Director and the necessary
staff to operate this program. Such staff shall serve at the pleasure of the Supervising Judge. The
Program Director is responsible for verifying and documenting credentials and qualifications of
all staff, volunteers, contractors, referral sources and consultants by obtaining copies of
credentials and documenting contact with references.

3. Personnel Files

Each employee shall have a personnel file that is confidentially kept by the Program Director.
Contents will include but not be limited to the employee’s:

1) application or resume

(2 verification of qualifications, credentials, and licensure, if applicable

3) job description

4) position changes

(5) documentation of orientation for entry level staff

(8) documentation of in-service and continuing education activities

9) documentation of commitment to adhere to ethics requirements

4, Job Descriptions

Job descriptions are kept in the employee’s personnel file and include, but are not limited to:
1) Job title 4) Duties and responsibilities
2 Qualifications ) Reporting and supervisory responsibilities
3) Credentials
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